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: ‘ GEFICE OF GENERAL SERVICES | vw ' - A
‘ i " ¢
RE Uil OF OPERATIONS | - ‘ |
Ty GM.f, Records Managegemt & Dutrib&iom Brszzh B
TC 1 Chiof, General Services
SUBJECT : ‘leely Repert of Operations fer the ner!.ol anding
14 January 1953
A, . Personnel On Duty Vacameies In Pr'fﬁ”
Office of Chief A 0" 25X1
Reds, Mgt. Section 67 5~
Iieds, Center Section - 2
Hall Comtroel Sectiom g 3_?
1 3

1, Ko, on leave thrie duys ermors:
Recoyrds !“gt. Section 0
¥ail Comtrol Section 2 =

‘Records Center Sec, O

2, Yo, on special det:il out of office _5, liow lon:s
Records Mgt, Section - 1 Wil we
Records Center Sec, -2 Mill week
Mail Conirol Seetion = 2 Full wesk

3, Where: TFour men in the Far East fer micronhotography work,
Ome nan in Tramsportation Divisiom as full time
courler,

4o No, ~ending resignation, transfer andfer reassigament,
Lecords Yanagerent Seotion - 1
Records Center -3 A
Mail Control -9 v

5, Smeific cases on 1tem 4 not in previous reports,,
L | | requested snd was given a latter
of avallability dated 5 Jamuary 1953, This case
’ was-included in 1lnst week's count under item 4
but ‘was not listed as a apeciﬁc new ease,

l

6. Rew avm% mgg . Recruited by Pergonnel Hone
Reeruite wt i Piom .

¥, Adninistration and “roblems:

1, 24l Comtrol Seetion: On 12 & 13 Jamuary, two of tne &
vehicles assigned to courier work were in the garage for renairs
ind no replacements were available, OSeveral scheduled trips
vere Jelnyed and a mnaber of spsecial trips could mot be handled,
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Te prevent amy such future disruptiom im service, an effert
will be made to assure the provision of mplacamnt cars vhen
remn are necess- Iy,

25X1 C,l;m;ri_ar returned from am official trip 03
the train was wracked in the Union Statiem, He was unhurt
and ‘elivered his material on schedule,

/] \ Since the allitiom ef the Alcott Hull ster to t . Brief csse

i ! schedule, we huve been unable to make eight duily trips, (It))
Q.l therefore nlanned to reduce) the achedule tc ‘seven daw.
2 K st g e \ P B W) Wt

Hecords Management wat.im Attached ﬁ ae of A Persgppel
Lirector Memorandum in which<tha scone and a:gyini{tmtim ‘o the
Vital aterial for that office is cutliméd, Thié memo has an
attached cchedule shoving the title of records te be deposited
anrd the dispoesl intervals, This type of meno and schedule is
being pronosed for issuance by all offices, The schedule will
gerve as & guide for necessary "follow-ups" when deposits are
not made on time, o

The office of Trocuremsnt and Supply has temtatively approved our
reconmendation for installing 2 mail comtrol procedure amd &
standard filing system, The formal recemmendatioms amd the
nece gary procedures are now being prepared,

Records Center: The "Copyfix" equipment was delivered and ia
‘now in oneration, This will elimin~ie our meed for sendimg
K/ old mats to the Printing and Reproduction Sedtiom for the

s vroduction of supnlemental distribution conies of imformation
renorts,
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< C AP ENDIX B Week ending 14 Jan, 1953
1, Mlerofilming o ’
Imagos filmedeRotary Capsss 26,815 « ©*% 21,300
Flat~bed C-umera 2,348 3¢ 9> 13,000

2, Records Center
Records receiyed for nroceuhz
and storage 13 2o

Rdi‘m:xces to record material 121 ¢ 3 22ﬂ
decopds material destroyed C ——

3, Supplemental Distribution Center

&, New material for Stoeks o
Information Reports . 610 548

Intelligence Reports 30 . 63
Y. Supplemental Distributiem: :
Iaformation Renorts . ‘ 663 229
Intelligence Lemortis 169 160
Notices 7 54
Regulations 158 145
Others " 30 14
¢, Initial Distributiom:
Notices FA 3.8
Regulations 1 1,3
Others l o3
4, laild Aetivities
8, Post Office Mail : A
: Incoming 5,803 5,150
Outgoing 4,887 6,550
b, Postage expended $ 737.16 . @775.,00
¢, Scheduled Courier trips 206 : 220
d. Spnecial Courier trips 73 33.4
e, Interwageney mail by courier o
Incoming 1,188 ™0
Outgoing 1,733 1,275
f. Persommel actions:
Recruitments ' _ 2 —~
Separations L . 0 —
g. Use of Motor Pool Vehicles B
Avaﬂabl w —
Kot swail w I 3 —
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